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Witness/ injured person

Shift supervisor 

Department of

Injured person/ 

Area Owner

HR

SHE Department/

Safety 

Professional 

Level 

Plant Manager/ 

Director/ MFD/ MD

Department of 

Injured person/ 

Job Owner/ Area 

Owner

BU Safety Manager
SPM Manager, 

HSM Manager

COO of  

Department of 

Injured person/ 

Area Owner

CEO SCGP

Corporate 

Human 

resources 

Director, SCGP

Manager

BMO, SCGP

SD Director, 

SCG

SCG 

President

SCG Level

Section Manager/ Department 

Manager/ Director

Department of Injured person/ 

Area Ownwer

SCGP LevelCompany Level

Initial Response

Within that Shift

(8 or 12 hours)

within 3 working days

One Page 

within 7 working days

after approved final 

report
Follow the CA/PA 

in the specified 

period 

Initial Report

within 24 hours

Final Report

within 7 working days

(Except Near Miss)

Prelimary Report

within 7 working days

(Except Near Miss)

Near Miss

Witness/ injured person

Shift supervisor 

Department of

Injured person/ 

Area Owner

HR

SHE Department/

Safety 

Professional 

Level 

Plant Manager/ 

Director/ MFD/ MD

Department of 

Injured person/ 

Job Owner/ Area 

Owner

BU Safety Manager
SPM Manager, 

HSM Manager

COO of  

Department of 

Injured person/ 

Area Owner

CEO SCGP

Corporate 

Human 

resources 

Director, SCGP

Manager

BMO, SCGP

SD Director, 

SCG

SCG 

President

Initial Response

Within that Shift

(8 or 12 hours)

within 3 working days

One Page 

within 7 working days

after approved final report

Follow the CA/PA 

in the specified period 

SCG Level

Section Manager/ Department 

Manager/ Director

Department of Injured person/ 

Area Ownwer

Initial Report

within 24 hours

Final Report

within 7 working days

(Except Near Miss)

Prelimary Report

within 7 working days

(Except Near Miss)

SCGP LevelCompany Level

Incident Acknowledged, 

suppress and collect 
the evidence

Acknowledged Acknowledged

Near Miss

Acknowledged Acknowledged
Acknowledged

and review report
Acknowledged

Acknowledged and 

review information 
from the evidence

AcknowledgedAcknowledgedAcknowledged

Forming the 

investigation team

Department Manager 

approve the Prelim 
Report

Approve the

Final Report

Reported by 

Shift Supervisor

Section Manager 

report the Prelim 
Report on SAFEsave 

The investigation team conduct to investigate the incident with 6 steps to analyze the root cause and define CA/ PA

Draft the sequence of events 
and the root cause of work-

related fatality in the workplace

Report by E-mail (Manual)

Make the One Page 

Lesson Learned

Forming the 

investigation 
team from SCG

Acknowledged

Accident 

No

Yes

Initial investigatation to 

define CA/ PA

Follow up the CA/ PA

to completed cases

Notify by 

verbal, telephone, 
Line, SMS

Report by verbal, telephone  Line, SMS

Acknowled
ged

Report by E-mail (Manual) in case of lost time injury upward 

Review the 

Prelim Report
Review the 

Prelim Report

Report by verbal  

telephone  SMS

Acknowledged

Acknowledged

Forming the investigation team from HSM and BU Safety

E-mail 

Manual

Notify by 

verbal  telephone, 
Line, SMS

Auto E-mail from SAFEsave Auto E-mail from SAFEsave

Auto E-mail from SAFEsave

Auto E-mail from SAFEsave Acknowle
dged

Report by SAFEsave/Line/ SMS/ e-mail

Acknowled
ged

Review and report by E-mail 
(Manual) and CC: COO, MD, 

Plant manger, Director, MFD

Report by verbal, telephone, Line, SMS 

In case of lost time injury upward or high severity from accident

Review fthe Final report and report by E-mail (Manual)

Review the Final report and report by E-mail (Manual)

Acknowledged

Report Near Miss 

on SAFesave 

Auto E-mail from SAFEsave

Data from the Prelim Report auto synchronize to SHEKPI

Updated data from the Final Report auto synchronize to SHEKPI

Auto E-mail from SAFEsave

Confirm information

Shift Supervisor 
consider High Potential 

Near Miss 

Send the evidence

All Accident
cases 

synchronize to 
SHEKPI 

Acknowled
ged

Review and report by E-mail 
(Manual) and CC: COO, MD, 
Plant manger, Director, MFD

Confirm information
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